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ACCESS CONTROL SYSTEM
REPORT FORM: ACCESS PROBLEMS

If you are having problems with your swipe card please complete the following information to assist with tracing the problem.
	
	Question
	Response

	1
	Full Name
	

	2
	Staff / Student ID Number
	

	3
	Card number (under bar code on College Card)
	

	4
	Status – Undergraduate, Post Graduate or Member of Staff
	

	5
	Course of study (single or joint honours) or which department(s) you are employed by
	

	6
	Staff Employment status (i.e. Full or part time)
	

	7
	Student Employment status (i.e. Part Time and for whom?)
	

	8
	Resident in Halls? If yes please state which.
	

	9
	Time, date and location where card last worked
	

	10
	Time, date and location where access was last denied
	

	11
	Brief description of fault: (i.e. Did the reader show a red man after swipe?)
	

	12
	Your line manager (in case access permission is required)
	

	13
	Contact details (preferably e-mail).
	


Return to:-
Vivien Reekie, Access Control Administrator
Internal post or in person - Founders East – FE48

E-mail- v.reekie@rhul.ac.uk
Access Control


Accommodation Services Department 


Operations Division – Facilities Management
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